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Introduction and Getting Started

This publicatiorprovides detailed technical and technology assistanc€tortractos for
submitting digital documents to thBepartment for construction contracts.

Contractors submitting digitalocuments to CTDOW;ll needthe following

T A valid license for the Blbeam software REVU or Extreme, which are Portable
Document Format (PDBpftware, similar to Adobe Acrobat. This software is required
to prepare and markup Contractor submittals. The software is available from
www.bluebeam.cornor anothervarious resellers.

1 Documents, such agorking drawings and calculatiorghall be digitally signelly the
Professional Engineer that prepared the drawings or calculatioascordance with this
publication. Documents such dstters and other correspondence from the Contractor
shall be digitally signed in accordance with this publication.

¢ 100Saa G2 /¢5h¢Qa R20dzySyid YIyl3SySyid aeadasSy
submittals shall be delivered to and reside on Projectwidser names and passwords
are requested by submitting@TDOT Projectwise New User Form

After receiving @rojectwiseuser name and passwordlfow the Projectwise Thin Client First
Time Set Ujinstructions. This step is only required once per user name.

1 Projectwise is available in two way The Thick Client version is easier to baeis not
necessary to complete all the tasks associated with this publication:

o0 Thin Client; Is a web basedersion(Internet Explorer Must be Used, Chrome
or Firefox will not work)which is free to use and can be accessed at this
website: https://ctdot.projectwiseonline.com

0 ThickClient{ 2 FlG gl NB AyaidlffSR 2ProjdckiSe dzi SNDRa 02°
Explorer Client and has a c@stsociate with it.To purchase Projectwise
Explorer Client, contact Bentley H800)BENTLEY.

If using the Thin Client, the following setup must be done the first titmefectwise Thin Client
First Time Set Up This step is only required once per user nanggternet Explorer Must be
Used, Chrome or Firefox will not work)

Questionson subjecsk covered by this publicatisshouldbe fowarded tothe following
individuals

William Pratt P.E.

Transportation Principal Engineer
AEC Applications
william.pratt@ct.gov
860.594.3320

Bruce Bourgoin P.E.

Transportation Supervising Engineer
AEC Aplications
bruce.bourgoin@ct.gov
860.5942760

Mathew Calkin®.E.
Transportation Engineed
AEC Applications
mathew.calkins@ct.gov
860.5942988
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http://www.bluebeam.com/
http://www.ct.gov/dot/lib/dot/documents/aec/ProjectWise_New_User_Form_Contract_and_CEI.pdf
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Connecticut Department of TransportatigiConstruction Contractor Electronic Submission

Submittal Format

The following section includes the format requirements for Shop Drawings, Working Drawings,
and Product Data submittals.

Shop Drawings
1. Sheets shall be sized ANSI D (34 in.ix.22nd be combined into (1) multipage PDF

file.

wn

The file names for a submittal shall be named: Item Number and Description.pdf
Each sheet shall have a border, title block and a rectangular box, 2.25 in. wide x 1.75

in. high, in the lower right hand corner for tlaetionstamp.

© N g

The minimum text heighand width on sheets shall be 0.125 in.
All letter characters shall be uppercase.
All sheets shall be submitted in black and white.
Sheets shall be searchable.
If a submittal need to be resubmitted, the new submittal will include all of the

sheets from tle previous revision that were stamped No Exceptions Noted or
Exceptions as Noted along with the new sheets that were required to be
resubmitted.

Product Data

1. Sized ANSI A (8.5 in. x 13 amd be asinglemulti-pagePDF file.

2. The file namdor a submittalshallinclude a description of what the submittal is for,
Traffic Control Products.pdf.

3. Marked to indicate applicable choices and options.

4. Where nonapplicable information and products are included, notations shall be
made to clearly delineate applicabfrom nonapplicable information.

5. Readily legible.

6. Include the following information and confirmation of conformance with the
Contract to the extent applicable:

a.

@ ~0oa0oT

al ydzF I OG dzZNB ND a

LINAYGSR NBO2YYSYyRIUAZ2YaA

Compliance with recognized trade association stanslard
Compliance with recognized testing agency standards
Application of testing agency labels and seals

Notation of coordination requirements

Contract item number

Any other information required by the individual Contract provisions.

7. If a submittal need to be resubmitted, the new submittal will include all of the sheets
from the previous revision that were stamped No Exceptions Noted or Exceptions as
Noted along with the new sheets that were required to be resubmitted.

Working Drawin gs
Working drawingshallconform to the following requirements:
1. Sheets shall be sized ANSI Di{B4 22in.) and be in a singleulti-pagePDF file.
2. Each sheet shall have a border, title block and a rectangular B jr2wide x 175
in.high,inKS f 2¢SNJ NR3IKI
3. The minimum text height and width on sheets shallDbE25 in.

H

All letter characters shall be uppercase.

5. Sheets shall be searchable.

Issuedl-2018
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6. Allsheets shall be submitteg koiacls aAnd white.

7. Thefirstsheetshtl Ay Of dzRS GKS /2y (G N} OG2NRa RSaA3aySN
RAIAGEE aA3ayl ddz2NBX YSSGAy3d G4KS NBI|dZANBYSy s
(CDSENJ ! R206SQa ! LILINE én8 &l otheNdheei$ shpllAindlide ad ! | ¢ [ 0
watermark of the Profession@ly 3A Yy SSNRA& &Gl YLI Ay | 0O2YY2y |

8. Calculations shall be sized ANSI Aif8.% 11in.) and be in a single PDF file.

9. ¢KS TFTANBRG aKSSG 2F OFtOdzZ FidA2ya aKlktt AyOfo
9y IAYSSNRAa RA 3IAtheCDDrAATHgqLirédeME Y SSG Ay 3

10. Supporting Documentation shall be in a PDF separate from the drawings and
calculations.

11. The file names for the documents that are included in a subnstiall be:

G5 NI glfy g aa/ | tpadz 2 NIA @ §/ delILI2 NIoripgiaé 5120 dzy Sy G| G A
applicable.

12. If a submittal need to be resubmitted, the new submittal will include all of the
sheets/documents from the previous revision that were stamped No Exceptions
Noted or Exceptions as Noted along with the new sheets/docum#ias were
required to be resubmitted.

Digital Signature Requirements

A digital ID must be purchased in order to apply a digital signatir®.3A G f L5Q& Ydzad YS
specificationsof R206SQa / SNI A TASR b ARdGhezAXpPrgvad TFUSHLIEIA OSa o6/ 5{ 0
(AATL) The necessary hardware and software needed to apply the required digital signatures

may be purchased from the vendor list provided at the following website

CDS http://www.adobe.com/security/partners_cds.html

AATL: https://helpx.adobe.com/acrobat/kb/approvedrust-list2.html

Graphic Appearances

A graphic appearance must be attachteda digital signature when signing documents.

The following section shows the graphic appearance requirements when signing as a
Professional Engineer (PE) and when signing as-&B&orFor Working Drawings, two
graphic appearances must be created. @ngist an appearance of your PE stamp

which will be attached to the digital signature, and the other appearance shall be your

PE stamp along with your firms address and be used as a watermark that shall be placed
in the border of all working drawings.

Professional EngineerGraphic Appearance of the Digital Signature

¢g2 3INILIKAO I LIISFENIyOSas 2yS 2F (GKS Sy3aaySSNDa t
and company address, must be created in accordance with the following. One will be used as

the appearance of the digital signature and one will be used as a watermark that is to be placed

on all Working Drawings.

The graphic signature that accompanies the digital signature only needs to include the
RSAAIYSNRa aAIyl G dzhllbedredted agfalowe: { G YLI® = | yR &K

Stamp and Sign a blank piece of paper.

Scan this signature.

Crop the image to approximately 250 pixels wide by 250 pixels high.

Save the image, in PDF to an area on your PC or server, where you can easily access it
for later use in the signature seip procedure.

Issuedl-2018 4 Version 1.01
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Figurel ((Example of Consultant Engineer Graphic image of Signatukeplied to T page only with digital signature)

Graphic Appearance used as a Watermark
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for later use in the watermarking procedure.
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On blank papec Print company name and address.

Place P.E. stamp next to company name and address.
Sign P.E. Stamp.
Scan the image created in steps 1 thru 3 above.
Crop the image to approximately 500 pixels wide by 250 pixels high
Save the image, in PDF to an area on your PC or server, where you can easily access it

& Consultant Co. A
s: ""’/‘»\’Oc(; Address

3yl G dzNB |

halRogciieate\aS N

Figure2 (Example of Consultant Engineer Graphic image of Signatlapplied to all pages aa watermark)

Once the graphic images have been properly created and saved, the digital signature
appearance preferences must be set as follows:

Reqular Signetr Graphic Appearance of the Digital Signature

The following graphic appearance shall be uskénvsigning as a regular signer. This
appearance will be used for signing letters and other types of documents.

The graphic signature appearance shall be created as follows:

Signer must sign a blank piece of paper.

12 30—

Figure3 (Example of a Graphic Image of Signatur&/sed with Digital Signature)

1.
2. Scan this signature.
3.
4,
Issuedl-2018

Crop the imagecsthat the image is approximately 300 pixels wide by 100 pixels high.
Save the images, in PDF to an area on your PC.
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Setting up the Appearancef a Digital Signature
1. Launch Bluebeam.
2. Make sure thdJSB tokerthat has your digital signature oni¢ inserted into the
computer. Then in Bluebeam go to the Document tab and select Signatures>Digital
L5QayY

Document Form Marcup Measure Window Help

ma D« 8 % R
E-ma Studio Security H = Process

Sign Docurnent

D Rk W ) |
‘NE IY ‘a1 B % Add Signature Field

| | H - Certify Document...
Documentl® & Validate Signatures
Digital IDs...

Trusted Identities...

Figure4 - Digital Appearance

3. Next click on your ID and click Manage Appearances:
it sianifi ete and has had As-Built information applied to tt
(1) Select ID

Mame Location

i d:\Documents and Settingscalkinemhapp
' td athew Calking “Windowsz Certificate Store D

/ B (3) Double Click B

|dentity

is fi

Mathew Calkins Appearances

|
X6

— : Mathew Calkin: lzzued By -
OrganizationagUnit; Starts:
= Organization M&me:  AEC Applicati Expires:
mathew. cafina@ct. goy
— Country / Regicy, S
Dijafital Signatures and Drata Encryption
”~
b [ Export... (I Manage Appearances... l .
(2) Click Manage
Appearance

Figure5 - Manage Appearance

Issuedl-2018 6 Version 1.01
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4. Next follow the figure belowo add the applicable graphic appearance and set the

correct settings

Signature Appearance @ .
the: Mathew Calkins| ) *_ Type In Name
Graphic
) None
£ ane Browse to graphic
t @ File D MUsers\calkinsmjDesktop“mic pe jpg E) *-_ g p
Position: @) Left () Right (7) Background appearance
Toxt —~
af g Name <
. é;&i‘&?ﬁn‘md e Aomert. [ L) J / Make sure these
[ Cortet i o settings are set
~ -~ T as shown
Fort Size: |9 Auto | [ Logo
Preview
<Name>
<Reason> -
Click OK
<Date>
ok Dranesl |

Figure6 - Setting the Digital Appearance

5. Now the digital appearance will be s

Digitally Signing
The Digital signature must be applied to the
documentsin acordance with the following:

aved and can be used to digitally sign.

WogkDrawingscalculations and other

The following settings must be selected when digitally signing:

Sign

558

Digital 1D:
Mathew J. Calkins, P.E.

Password:

v][ View... ][ New... ]

el

[Markups. fill in farms, and digital signatures

Signature Type
() Digital Signature

@ Document Certification

Select these
options

Options
Reason: -
Location:
Contact Info:
Appearance
[Standard Text ][ Edt.. | [ New. |
Mathew J.
Calkins, P.E.
2015.09.25
10:12:49-04'00"
Figure7 - Dig

Issuedl-2018
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The following are examples of Working Drawings and calculations that have been digitally
signed:

Working Drawing Plans

The first plan sheet in the submittal shall have a digital signature and a watermark placed on it
as shown below. All others sheets will only have the watermark. A place in the border of the
plan sheets shall have a spot for this watermark.

BEAM END PAINTING AND BEARING REPLACEMENT IN DISTRICT 2.

CONNECTICUT DEPARTMENT OF TRANSPORTATION
STATE PROJECT NO. 172-405

BRIDGE #3415 & #3416 - WORK PLAN

DRAWING INDEX
DRAWING Ne. | DRAWING TITLE

13002-01-01 | COVER SHEET
130020102 | GENERAL NOTES

13002-01-03 | JACKING PROCEDURE
13002-01-10_|PLATFORM PLAN
- . To020111 _[reatronu
~| Digital Signature Lownzn1z o suan
L0113 g Fan
L0120 [puaTron secTon

13002-01-21 | PLATFORM SECTION

TN[L200201-22[ruateonm secrion
130020123 | PLATFORM WALKWAY

1300201 24| sTAR CasE

13002-01-30 | JACKING DETAIL

1300201 31| IACKING DETAIL

LI002-01-90_| CONTAINMENT SECTION

A William Pratt
9 20140312
£ 13:49:10-0400

130020141 | CONTAINMENT SECTION
130020156 CONTAINMENT DETAIL
|13002.0160 [ CONTAINMENT NOTES
130020161 | CONTAINMENT NOTES

Watermark e
AN EAD PAINTING AND BEARING REFLACKMENT
pr kot
v
BRIDGE #3415 & #3416
—

“COVER SHEET

12405 |
o e
iy | e 13002-01-01

Figure8 - Working Drawing for Permanent Structures

Working Drawing Calculations
The first sheet of the calculations shall have a digital signature as shown below:

ABHE
SvoeoDA
INC.

M

BRIDGE BEAM END AND BEARING REPAIR
IN DISTRICT 2
CONNECTICUT DEPARTMENT OF
TRANSPORTATION

PROJECT NO.172-405, ASI JOB NO.13002
(BRIDGE #3415 & #3416)
Calculations

William Pratt

Digital =%
(il 2014.08.12
Signature L2 13:4910-0400

Abhe & Svoboda, Inc.

17066 Revere Way, Prior Lake, MN 5537

June 24, 2013

Abite & Svcbada, I is an Equal Opportursdy Emploger

Figure9 - Working Drawing for Permanent Structures

Issuedl-2018 8 Version 1.01
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Qubmitting and PreparingContractor Submittals

The first time logging into Projectwise, this document must be followed to set up Projectwise to
work correctly. This only needs to be followed the first timeFirnjectwise Thin Client First

Time Set Up

Working Drawings, Shop Drawings, Product Data, and Submittals
1. Loginto Projectwise by @king on this link and entgmour Projectwise Username and
Passwordhttps://ctdot.projectwiseonline.com

A
A

User name: | PwonLINEWMathew. Cakins = |

Password; I T T YT

[ Remember my password j‘

oK | Cancel |

FigurelO- Projectwise l_og In Screen . o 5 .
2. Once logged into Projectwigmii 2 +*AS6BHLYGSNFI OSa FyR &St

Interface.
Correspondance
/O Bridge Data
Main Category
Folder Docul Oools Hel| Sub Category 1
A Views » Discipline
»
| Label (User Deﬂn( )
- Il ) Refresh
O - Town 'roperties are updated nightly 1
O  —— CTDOT_Project_Information
— Label_LookU),
O P
= Misc_PullDown
U
— CTDOT_Doc_Code_Plus
O
. CT_Doc_Xfer
O
- CTDOT _Attributes(In Development)
O
PR— Research
O

Research Label

Figurell - Selecting the Interface

Issuedl-2018 9 Version 1.01
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3. .NPgasS Gzt WEB8SOOmPhOGABSE I NBI Ay tNRB2SOGgAaA
project (e.g., 000490133) and then to the 120_Contractor Submittal folder as shown

below:
| P
Advanced search options
E ctdot.projectwiseonline.com:CTDOT . der Document \
Click here to browse
=] ,JE*L, Documents : : ] 11 3
active projects ] 4 @

@ .l 01.0 - Projects - Active )
' (il Label (User Defined)

Click on the
plus next to -
your project 0

e

B | pag 0004-01168&

0004-0133

—

100_Contract_Plans (PDF) ——
| L 4 - I

|. | 110_Contract_Specifications (PDF) / And CIICk On

= —— this folder
| | 120_Contractor_Submittals (PDF)
L
o . .
\ | 130_Engineering_Reports [—
I- d
E '_ .' 210_Construction _——
I_ d
|| 220_FHWA —-_—
| r .
| .. 230_Contract_Administration _—
' r
I_ .. 240_Contract_Development — —_—
=]l

Figurel2 - Browsing b a Folder

4. Prepare the drawings/documents for the submittal in accordance with the contract
specifications (usually Special Provision Article 1.05702 submittals that required a
revised submittal due to being stamped Revise and Resubmit, the restibecittal shall
be a complete submittal that includall the drawings/documents for that submittal.
Do not only include thdrawingsbdocuments hat were required to be nased.

Issuedl-2018 10 Version 1.01
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5. Next select Document>Upload as shown below:

Advanced search options

&‘- ctdot.projectwiseonline.com:CTDOT

)

= Documents & Mew..
B " 01.0 - Projects - Active It
B [ g 0001-0100
& (T pg 0001-0999

(| 100_Contract_Plans (PDF)
110_Contract_Specifications_&_Permits (PDF)
120_Contractor_Submittals (PDF)
130_Final_Engineering_Reports

121 Engineerina Reports Confidential

Figurel3- Uploading Document into Projectwise (Thin Client)

6. Thenbrowse out to the document you want to upload.

No content available to display.

@View Tools Help

(= Choose File to Upload

x

Upload file () B Deacp v

-

New folder

Cancel

43¢ Favorites
@ Creative Cloud Files
B Desktop
i Downloads

Browse out to the
file to upload and
click Open

: B Videos
ol a

rojectWise Properties
© content available to display.

Name

/& 76.193 3D Model.dgn
2 projectwise Bridge Pil
&) Paper Plan Order Fon
|#) 2015-2-EC.pdf

| reportleg

Bl AgreementsB.xls

2} 2015-06-19_PW _Impor]

[ S S

ys CT_FDP 0043-0128.pdf )
ER

&2 Pages from 03-Highwa
Conndotsppwep.
& Digital_Project_Develgpment.pdf

docx
CT_Misc_pdf

Rail - Copyads

[ i

b

Filename: Pages from 03-Highways_CT_FOP 0043- + | AllEila -

Figurel4- Uploading a File to Projectwise

Issuedl-2018 11 Versi
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7. After the file uploads, right click on the file and select Properties:

Folder Document

~

H Label {(User Defined)

.
B \View

@ 4 @ £

$ Copy Link(s)
Delete

View Tools Help

(=
Description

Pages fron

Right Click on the

&1 Download...
file and select
¢ Export..
Properties
More...
Change State »
»

B
(D.
v

ProjectWise Properties

No content available to display.

Figurel5- Select Properties

Issuedl-2018

12 Version 1.01
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8. Thenscrolldown to the bottom of the page and find the Attributes aresssiyn the
attributes as followsand click Save

9 Discipline = Select CTR
1 Main Category = Select CONTRACTOR
1 SubCategory = Select Applicable Submittal Type
1 Document Date = Type in Submittal Date
9 Label = Type in label in this format##item Number##, where the first
### is the chronological submittal number created by the Contractor
starting at 001, item number is the 7 digital item number, and the last ## is
the revision of a submittal numbeiThe first version of a submittal shall be
01, the second version of a submittal shall be 02, etc.
9 Description = Type in the description of the submittal.
9 Asset Tags = Select the applicable asset tag for a submittal. If the submittal
affects a bridgetag that submittal with the bridg number in a five digit
format, ##### or 01234
ProjectWise Properties
. 4
General Document References Audit Trai ,
= Attributes / ~
Discipline Discipline Description 1 4
cTR Select these y
i <+
tain Categery Attributes y
CONTRACTOR
Sub Category Sub-Category /
Working Drawings | ="
project Number(s) #Bocument Date Type these 4
00010999 @6-‘2015 ) ‘-—7 Attributes £
Label (User Defined)
001-0521003-01 ,
Description V4
Elaztomeric Bearing Pads| o _) l
&~ Typeorselect When finished
CTDOT Asset Tags _'\ .
Bridge Mo(s) Building No(s) Y click Save
008
Signal Intersections Mo State Route No 4 l
e ’ v
T Darand TR/ A -)
Y 4
' @
X 4
4
Figurel6 - Assigning Attributes
Issuedl-2018 13 Version 1.01
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9. After the submittal is uploaded to Projectwise, send an ematiffyingthe applicable
Designerand Construction Districtfor Working Drawings for Permanent Structures,
Shop Drawings and Product Data submittaés)d District Canstruction (for Working
Drawings for Temporargubmittals) The email must include the following in the
subject ine in this order:

1 Full Project Number (###H####)
1 Type of Submittal (WD, SD or PD)
1 Full Item Number
1 Submittal Number
9 Brief Description
Examples:0144-0193¢ WD1201801A001¢ Site 5 Drilled Shaft Foundation

Also include a link to theubmittal, by copyilg the link as shown belaw

Folder Document Wiew Tools Help
N o —
P & & » L . .
Right click on the
[0  Label (User Defined) document and select
s Projectwise Link
- / 001-0154787)01 S
— P View
(] - / Template prody ict data submittal template

C this form for all RFCs

O - / Template
O _-- / Template Rl

Download..
this form for all RFIs

e Export..
this template for all Shop Drawing submi

this template for all Working Drawing Su
More... »

Change State » /-\
® 2] Web Link
v

E3* Properties For Specific Action »

[ RSP S S S

Figurel? - Projectwise Link

Then click Allow Access:

Internet Explorer @

-

FEQ Do you want to allow this webpage to access your
?. Clipboard?

If you allow this, the webpage can access the Clipboard
and read information that you've cut or copied recently.

' Don't allow

Figurel8- Allow Access

Issuedl-2018 14 Version 1.01
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Then right click in the email and select Hyperlink:

HHT0 + ¥ |-

0144-0193 - WD1201801A-001 - 5ite 5 Drilled Shaft Foundation

= - Message (HTML)

File. Message Insert Options Format Text Review Adobe PDF

~ P
= Cut PO = o Follow Up =

= - Calibri (Body - 11 - AS a7 iZ ) ﬁ @] @ 0 IZ % ¥ Follow Up (&)
- 53 Copy . ¥ High Importance
Paste B, AL (=== Address Check | Attach Attach Signature | Assign Zoom
- fFurmat Painter H L = = Book Mames File Item = - Policy = § LowImportance

Clipboard ] Basic Text Fl Mames Include Tags = | Zoom
To.. | |DOT ConstrD4

Send | Calibri £+ 11

-]

J1A-001 - Site 5 Drilled Shaft Foundation

P.E.

ant of Transportation

Then right click and

D

select Hyperlink.

Additional Actions

52
Ma [{ Paste Options:
Tran A
A
AEC A
Font...
Con _ | .
=T Paragraph..
2800/ .- Bullet: 3
:=  Bullets
P.O. 1T
Newi %: Humbering ]
860-1 A shile 3
Ma % Hyperink...
Look Up | »
Synonyms 3
EE Translate

3

Figurel9- Adding Hyperlink to Email

Then paste the Projectwise link into the address bar and select OK:

Insert Hyperlink

Link to:

Existing File or
Web Page

Flace in This
Document:

Create New
Document

(sl
Text to display: pw:/fctdot.projectwiseonline. com: CTDOTDocuments, /D% 7Bec35sbb3-a0

Look in: ., Documents IZ|
.. Access Applications - Bockmark. ..
Current Adobe I
Folder T —
| 3t comnec
.. Bluebeam
Browsed . Camtasiz Studio
Pages || 1, CT_CGR_CPS_Proj_Numb_TitleSheet.zip
., GIS DataBase
Regent . My AutoTrack Data
Files My Data Sources
My Documents &

Address:

CTDOT Documents D% 7Bec359bb3-a075-4f0-r =

s

E%7 x|

E-mail Address

Sopy oK

t

Cancel
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Connecticut Department of TransportatigiConstruction Contractor Electronic Submission

Below is an example of an email for a shop drawing submittakheuprocess is the same far
Working Drawing or a Product Data submittal.

Center (Ctrl+E)

To.. Hagert, Jon R
_ Center text.
EJ Ce DOT ConstrD4

Send
Subject: 01620145 - WD1201801A-001 - Site 5 Drilled Shaft Foundation

lon,
The submittal for the Drilled Shaft Foundation have been submitted into Projectwise for your review.

Below is a link to the submittal.

pw://ctdot.projectwiseonline.com:CTDOT/Documents/D%7B9b07bede-390a-4bb1-bc70-bbbff4cdea00%7D

Mathew Calkins, P.E.

Transportation Engineer 3
AEC Applications

Connecticut Department of Transportation
2800 Berlin Turnpike

P.O. Box 317546

Newington, CT 06131-7546

860-594-2988

Mathew.calkins@ct.gov

Figure21- Email Examle for a Shop Drawing Submittals
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Connecticut Department of Transportati@rConstruction Contractor Electronic Submission

Submitting RFIs and RFCs
The first time logging into Projectwise, this document must be followed to set up Projectwise to
work correctly. This only needs to be followed the first timeFirnjectwise Thin Client First

Time Set Up

The following shows the procedures and responsibilities of the Contractor when submitting an

RFI or RFC.
1. Log into Projectwise by clicking on this link and entering your Projectwise Username and

Passwrd- https://ctdot.projectwiseonline.com

2l x|
\F 3_.
RS

(]

User name: | € PwonLINEWMathew. Calkins = |

Password: I TP TYrTTY Y )

[~ Remember my password j

oK | Cancel |

Figure22 - Projectwise Log In Screen
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http://www.ct.gov/dot/lib/dot/documents/aec/projectwise_thin_client_first_time_set_up.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/projectwise_thin_client_first_time_set_up.pdf
https://ctdot.projectwiseonline.com/

Connecticut Department of TransportatigiConstruction Contractor Electronic Submission

2. Browse to the active construction projects located in the @lFdojects Active area in
Projectwise. Then browse out to your project and click on the 120_Contractor Submittal
folder as shown below:

| P
Advanced search options
E ctdot.projectwisecnline.com:CTDOT R der Document ]
Click here to browse
=] {'Ei, Documents active H 1 il 3\
projects } 4 @

@ ‘ 01.0 - Projects - Active )
' r Label (User Defined)

] '_=; 0004-0116 & Click on the —_
oS your project 0 G

—

|| 100_contract_Plans (PDF) P

| 110_Contract_Specifications (PDF) / And CIiCk On

= . _ this folder
| 120_Contractor_Submittals (PDF)
'
\ J
(] . .
| 130_Engineering_Reports _—
r
(] [ .. 210_Construction _—
r
[ | 220 FHwa —_—
r
| .. 230_Contract_Administration o —_—
_—
| 240_Contract_Development _ o
LdIKT

Figure23- Browsing out to a Folder

3. Next uploadhe file to Projectwise by click on the upload icon as shown below:

Figure24 - Uploading a file to Projectwise
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